
 

How to Zoom 
A basic outline of how to schedule, host and record a Zoom meeting. 

 

Sign in 
➔ Go to Zoom.us or open the Zoom app on your device 

➔ Please make sure there is no other meeting or 

program taking place under the same user name at 

that time. If you attempt to start another meeting it 

will prompt you to end the other meeting. 

Schedule a Meeting 
➔ Once logged in, click “schedule” from the list of options 

and fill in your meeting details. 

◆ If this meeting is recurring, check “recurring 

meeting” and your settings will be saved until you 

decide to delete the meeting. All other meetings 

will disappear once they’ve ended.  

 

➔ Click “schedule” and return to your main 

menu. Click “meetings” to see a list of your 

scheduled meetings. You can copy the 

invitation details from this screen.  

 

 

 

 

https://zoom.us/download#client_4meeting


Start a Meeting 
➔ When you’re ready to begin, click the blue “start” 

button to launch the Zoom room. You will be 

prompted to choose your preferred audio 

setup. If you are joining through an internal 

microphone or headphones, click the green 

“join with computer audio” button.  

➔ If you prefer to join via phone, click the “phone 

call” tab and a dial in number will be provided.  

Select a Camera and Microphone 
➔ To change your microphone or camera settings, click the ^ next to the microphone 

and camera icons on the bottom left corner of the Zoom room. Make sure you have 

the correct inputs and outputs selected.  

 

 
 
 
 

Screenshare 
➔ Hover over the bottom of your Zoom window and click the green “share” 

button.  

➔ You will be prompted to choose the view you want to share. You can share your 

entire desktop or you can share one particular screen/presentation.  
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